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Vaskly Report - VWeek Ending 28 Hovember 1956

1. The Exsoutive Officer, the Administrative Offlicer, and
mmmeu&moemmmmwmmm
the Vital Materisls Repository to cbserve the procedures utilized
thers for the mintenance of inactive and vital records, ,

o,

2. mmm:w&mmmmmw '
i{nactive persormsl records to the Records Center which is directly
attributabls to the records control sehedule which we prepared for
them in Aungust,

3. mm&umxmwmmmg@amm
the Graphics Begister Division is 307 complsts. Az 2 result of
this installation we have been abdle to censolidate six file dravers
of mterial into 1} file drawers. s

k. Pour emplogees’ suggestions wore evaluated and forwarded
to the Suggestions Awards Comuittee, » ‘

S, Pour officlals of the Biographic Register Division visited
the Regords Cemter for the purpose of cbserving the procedures
zm,mnwmammmsmarmmmﬁa
records to the center.25X1A9%a 25X1A9a

é, Yessrs completed the Basic Intelligence
Orientatiom Course; Mr, completed the Effective “riting
Course, and Nessre. complated a total of 25X1A0a

28 hours of on-the~Job tralining,

7. Feocords Control Sehedules have been completed for all
compenents of OCR exoept the Machins Division and the Librory.
The : ompls reflect 353 separste file ftems with s

total of over 11,000 cubic feet of reecords, Our next inventary
4 OCE will begin with the Acguisition Franch of the Library in
order to coordinats our efforts with the surwey being dene by
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